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My Profile 

 

Introduction: 

 

1.1 My Profile 

 

Under ‘My Profile’ you will find information such as delivery addresses, cost centers, 

contacts and so on. 
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My Account Overview allows you to quickly see all your relevant user information. 
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1.2 Changing your details 

 

By clicking on the View button next to an item, you can consult your settings. 

 

Example: Delivery Addresses 

Click the View button next to Deliver to to see all your delivery addresses. You can 

also see which one is currently your default shipping address. 

 

 
 

To change your default delivery address, click on Select Other. 
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You will be shown a list with all possible delivery addresses. Select the one you want. 

 

Example: Your default delivery address is Demo Office Depot BV. You can select 

another address by checking the box under ‘Default‘. 
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Click on the button SELECT to return to your account overview. 
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1.3 Changing your password 

 

Depending on your settings, you will be required to change your password every 30, 60 

or 90 days. It is also possible that your password never expires. You can change it any 

time you want. 

 

Below you will find instructions on how to change your password: 

 

In your account overview, click on Login Settings. You will be directed to a screen 

that allows you to change your password. 

 

 
 

Enter your old password, the new one and a confirmation to change your password. 

Click on update to complete the process. 

 

You have the option to indicate when you want your password to expire. 

 

Please note:  

Only your organization’s super user has the option to set when a password expires! 

 

 

 

 

 

 

 

 


